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Voter Registration 



Make sure you tab through your fields! 
Click on New 



Birthdates 

• Default birthdates – we need to work on 
correcting these within the system. 

• Audit showed this as an issue that people 200 
years old are voting 

 



 Practice Scenario 
 

• In search, run a search in your county for 
the birthdates of: 

1/1/1900 – 1/1/2013 

Are there any voters with a birthdate before 
1913? 

Are there any voters with a birthdate after 
1995? 

 



When reviewing potential duplicates – you must 
proceed with caution – you cannot undo a 

pulled voter 



If you a pull a voter in error, the former 
county needs to move the voter back to 
their county – the new county needs to 

enter the voter as new – this will allow the 
voter’s history to be maintained! 



Likewise, you must be very careful to 
not create a duplicate voter if the 

voter already exists in another county.  
If one county creates a duplicate voter, 
that voter can potentially receive and 
vote 2 ballots.  Duplicate voters is a 

critical registration process and should 
be performed only by trained and 

knowledgeable staff. 



Must check top of screen to see if ID is 
verified by MVD (Motor Vehicle Division) 



No potential DPHHS matches found – this 
means MT Votes has attempted to automatically 

verify the provided voter information through 
it’s interface with DPHHS and was unable. 

You have to manually verify. 



To verify a voter’s ID number that does not 
verify through MT Votes, you must use the 
Voter Verify Service, outside of MT Votes 



 Practice Scenario 
 

• Attempt to Verify your own information 

 

Input  your Name, DOB, SSN, or MT DL# 
Did it verify? 

 

Try putting in a different DOB. 
Did it Verify? 

 



Enter voter address, or click clear to re-
enter voter information if this is a transfer. 



Enter mailing address if listed on card 



Entering a Non-Standard address 



• Type in legal 
description given 
(ex. Mile Marker 
10) – system will 
not auto precinct 
a non-standard 
address – you will 
need to manually 
select the 
precinct & split 
code 



Legal Addressing 



This voter’s ID was not verified through 
MVD or through Voter Verify, so she shows 

up as provisionally registered. 



Select how you received VR application – 
this goes into Source of Registration 



County Registration Date 

• The date the voter record was created in 
Montana VOTES or the date the voter was 
moved to this county. 

• Date defaults to current date. 

• This date should change if moving to your 
county. 

• If this elector is just changing address in your 
county this date should not be changed. 

 





The county registration defaults for new 
voters to today’s date 



Vote Eligible Date 

1. Late Registrants must receive a Vote Eligible date of 
the close of registration date or before.  Cannot be 
after the close of registration date because the 
system will not allow the voter to be issued a 
ballot. 

2. Make sure Vote Eligible reflects when 18-year-olds 
can vote (on their 18th birthday).   

3. An 18 year old cannot cast their ballot until they 
turn 18 years old.  If you issue an absentee ballot 
to this person before they are 18 you must inform 
them that they cannot vote the ballot until they 
turn 18 according to MT law. 





Under Miscellaneous Info – you can find voter’s 
original registration date & last vote date 



Making a voter confidential – click on the 
Confidential square (Note:  a voter’s address can only be 

made confidential if the voter provides the proper documentation to your 
office, or unless the voter is a judge or law enforcement officer. 



For the voter who is marked confidential, all the 
information will be grayed out and the address will 

not print on the precinct register. 



Reveal button – allows users who have access to reveal 
and see all information regarding the confidential voter 



Absentee tab shows all elections in which this voter 
voted by absentee ballot – also allows you to enter 

new absentee information for this voter 



Contacts is where you can input any 
contact information you have for the voter. 



History – will show former address information 
or previous name if applicable 



To add previous 
registration information– 
click on Prev. Registration; 

you can enter previous 
address info (if provided).  

Make sure you are 
entering previous State 
information.  You can 
enter a county in the 

county space (it does not 
need to be a Montana 

County). 
This tab is required, and 
“not provided” must be 
checked if no previous 
information was given. 



Under Voter menu – you can review the 
following: 



Audit Log  



Voter Moves – you can run a report from voter 
registration without going to Reports 



You can click on Report and Print the 
search 



Precinct & districts under voter menu – shows all the 
districts assigned to this voter’s precinct split code 



Under voter menu – elected officials shows all the 
elected officials for this voter – handy to look up State 

& House Legislators, City Alderman, etc. 



Printing Options 



Certificate of Registration 



Voter Profile Report 



Under Election menu – Voter History 



Under Election menu 



Petition menu 



Sign Petition- This screen is used so you 
can enter one voter on a petition by 

selecting the petition in question and 
selecting which submittal the signature 

should go on. 



Imaging menu 



Address 



Practice Scenario 

• Create a new Voter Record. 
1. In Voter Registration click the new button to 

begin. 
2. Enter in a random ID #, DOB, and Name, being 

sure to tab through each field until the potential 
duplicate search runs. 

3. Enter in a misc. address (in your county) for the 
voter. 

4. Enter in previous registration info or check not 
provided. 



Practice Scenario Continued 

5. Enter in a voter status of Active and a 
application source of in-person. 

6. Save the voter record. 

A new voter record will have been created. Look 
through the various other tabs available and 
practice entering in information as needed. 



Please call 1-866-541-6767 with any further questions. 


